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(Basel i ne/

Revi si on/ Docunent Ef fective

Cancel ed) Revi si on Dat e Description
Document repl aces “ED73- EMA- SOP- 001" due to

Basel i ne 7/ 29/ 99 reorgani zation. Appropriate organi zation codes and
docunent nunmbers were updated. Test Preparation Sheet
(TPS) is defined in Section 3.1 and the use of a TPS is
added to Section 4.3. Also, the frequency of nodal
test workstation backups is changed in Section 4.2.
Revi se location for storage of quality records due to
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1. | NTRODUCTI ON

1.1 Scope Thi s procedure defines the systemused to
control quality records in the Mddal Test Lab.

1.2 Purpose This procedure defines the systemto fulfill
the requirenents of ED27- OWN-MV-002 “Quality Records
Control”

1.3 Applicability This procedure applies to quality
records controlled by the Mddal Test Lab.

2. REFERENCE DOCUMENTS
ED27- OW - M&V- 002 Qual ity Records Control
ED27- OW - M&V- 003 Test Report Contr ol
3. DEFI NI TI ONS
3.1 Test and Checkout Procedure (TCP) A docunent that
defines the sequence of events to performa specific

series of tests. In sone instances, a Test Preparation
Sheet (TPS) may be used instead of a TCP.

3.2 Test Setup Sheet (TSS) A docunent that describes
specific test paraneters for individual tests within a
test series.

4. | NSTRUCTI ONS

4.1 Modal Test Data Backup The nagnetic nedia (disk, tape,
CD) used to back up the raw and processed nodal test data
will be kept for a mninmumof 5 years fromthe test date.
Back ups will be generated at the conclusion of each test.
Each backup wll be | abeled with the TCP nunber and the
test date and stored in the vault in Room 111 at the West
End of MSFC Buil di ng 4619.

4.2 Modal Workstation Backup A full backup of the
wor kst ati ons used to acquire, analyze, and store nodal
data will be done at |east quarterly. Increnmental backups
may be done periodically as determ ned by the test
engi neer. Backup dates will be identified with the
wor kst ati on host nanme and the date. At |east 3 cycles of
backup tapes will be retained and stored in the vault in
Room 111 at the Wst End of MSFC Buil ding 4619.
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4.3 Mbdal Test Report The test report generated after

conpl etion of nodal analysis of test data will be stored
as described in ED27- ON - M&V- 003 “Test Report Control”
The Test Setup Sheets and the “AS RUN RECORD COPY” Test
and Checkout Procedure or Test Preparation Sheet are
included in this report.

4.4 Test Equipnment List A list of all calibrated itenms wll

be kept current and will be stored in Room 154 of MSFC
Bui l ding 4619. This list shall contain an ECN, nane,
manuf act urer, nodel nunber, serial nunber, category, and
calibration contact. The equipnent |ist may be maintained
in a conbination of hard copi es and/ or conputer records.
Those records stored on conputer will be backed up
whenever changes are made. Backup nedia will be stored in
Room 154. Backups will be retained until the next backup.

4.5 Phot ographs and Video Photographic and video records, as

required for test docunmentation, taken during each test
programw || be stored with the test report as descri bed
in ED27- ON - M&V- 003 “Test Report Control”. These

phot ographs and video will be kept for a m ninmumof 5
years. Phot ographs and vi deo taken purely for
informational or public relations purposes are not
considered to be quality records.

4.6 Calibration Records Calibration records will be

mai nt ai ned by a conbination of hard copy and conputer
records in Room 154 of MSFC Buil ding 4619. Entries for
Class IVand Vitens will be retained for the last 4
calibration cycles. Information stored on conputer wll
be backed up whenever changes are nade. Backup nedia wl|l
al so be stored in Room 154. Backup nedia will be retained
until the next backup.

4.7 Software Validation Certification Docunentation of

software validation will be retained in Room 154. This
certification may consi st of docunentation of in-house
software verification or docunentation froma comerci al
sof tware vendor which sufficiently denonstrates to the
test engi neer a thorough quality managenent programwth
accept abl e checkout and control of software. This
certification will be kept as long as the software is in
use.

4.8 Disposition Reports D sposition reports will be stored

in Room 154 of MSFC Buil di ng 4619. Disposition reports
Wil be retained for a m ninmum of one year. Information
kept on conputer wll be backed up whenever changes are
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6.

4.

made. Back up nedia will also be stored in Room 154.
Backups will be retained until the next backup.

9 Measurenent Setup Files At the start of each test, the
measurenent setup files identifying instrunentation for

| arge channel count nodal tests (40 or nore

accel eroneters) wll be copied to nagnetic nedia. These
files contain the set, channel, serial nunber, calibration
val ue, neasurenent point nunber, and accel eroneter
orientation for all acceleroneters. Any changes to the
setup files during the test will be docunented in a change
log. Both the floppy disk and the change log will be
filed with the report.

QUALI TY RECORDS

I B R B B S I B

1 Modal Test Data Backup

2 Modal Workstation Backup

3 Mbdal Test Report

4 Test Equi pnent Li st

5 Phot ographs and Vi deo

6 Calibration Records

7 Software Validation Certification

8 Disposition Reports

.9 Measurenment Setup Files

QUALI TY RECORDS

Quality records nmay be excessed or reused, as appropriate, after
their

retention tinme has expired.
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